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Question 1

Apply a cell style
Cell range A2:S2
Style 40% - Accent3

« A: See the explanation below
Correct Answer: A
Step 1: Open the correct worksheet (Section 3 Worksheet).
Step 2: Click in cell A2.
Step 3: Press down the Shift key and click in cell S2.
Step 4: On the Home tab, under Format, scroll down until you see 40% . Accent3, and click on it.

4 | 20%-Accent2  20%- Accent3  20% - Accentd  20%- Accent5  20% - Accent6 g
4 (©
Conditional Formatas| 40% - Accentl  40% - Accent2 €40% - Accent3 ) 40% - Accentd  40% - Accent5

Formatting~ Table ~ Bt
Styles

Question 2

Modify the cell format to date.

Cell range C2:S2

Type: 14-Mar

Locale (location): English (United States)

o A:See the explanation below
Correct Answer: A
Step 1: Open the correct worksheet (Section 3 Worksheet).
Step 2: Click in cell A2.
Step 3: Press down the Shift key and click in cell S2.
Step 4: On the Home tab, under Format, choose Format Cells.

u z AutoSum ~ A
Fill = zY
Sort &

€ Clear~ Filter
Cell Size
I[: Row Height...
AutoFit Row Height
L] Column Width...

AutoFit Column Width

' Default Width...
Visibility
Hide & Unhide >

| Organize Sheets
Rename Sheet
Move or Copy Sheet...
Tab Color »
Protection
L_\ Protect Sheet...

Lock Cell

c: Format Cells... :

Step 5: In the Format Cells dialog box, choose Date, 14-Mar, and Locale (location): English (United States). Click OK.
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Format Cells M
Number | Alignment | Font | Border I Fill I Protection
Category:
General . | Sample
Number Del
Currency

tin Type:

AVRE :mfgﬁa March 14, 2012 =N
Percentage 374 Ve ’ | E ’ |
Fraction 3/14/12 [
Scientific
Text
Special = (
Custom l

|| | Date formats display date and time serial numbers as date values. Date formats that begin with i
an asterisk (*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings. |

Question 3

Add a header and the date for each of the columns (assignments) in the range.
Cell B2.

Text "Date".

Cell Range C2:S2

Text: "22-Aug, 29-Aug,...12-Dec"

« A: See the explanation below
Correct Answer: A
Step 1: Click Cell B2. Type the text: Date
Step 2: Click cell C2. Type the text: 22-Aug
Step 3: Click cell D2. Type the text: 29-Aug
Step 3: Click cell C2, then shift-click cell D2.

o

A B € D t

Date 22-Augl 29-Aus
—

Step 4: Copy until cell S2 (by dragging from cell D2 to cell S2).

P IR —

I J K L M N 0 P Q R S

3-Oct 10-Oct  17-Oct  24-Oct  31-Oct 7-Nov.  14-Nov.  21-Nov.  28-Nov  5-Dec 12-Dﬁj

Question 4

Modify the cell alighment settings.
Cell range B3:B25
Horizontal: Right (Indent)

o A:See the explanation below
Correct Answer: A
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Step 1: Click cell B3.
Step 2:Shift-click cell B25
Step 3: Right-click somewhere in the B3-B25 cell range, and choose Format Cells from the context menu.

| A | B | C | D | E
1]
2
3 —— ———
4 - T | . =
5 §§‘Anal vilq A A S %
6 S8l B 1 = O v A vE g8 908
7 Sl
9 Saj &6 Cut
10 Sal g Copy
11 Sal Eﬂ =i
12 Sal » Paste Options:
13 a8
14 Sal O
15 Sal Paste Special...
16 §§j Insert...
4 Sal
18 éa] Delete...
19 Sal Clear Contents
20 sa_
21 S = Quick Analysis
22 Sal Filter »
23 Sa
24 Sal Sort »
25 §_a_l L7 Insert Comment
26 |
7
28 | Pick From Drop-down List...
23| Define Name...
30 |
31 | % Hyperlink...
7'1‘

Step 4: In the Format Cells dialog box click the Alignment Tab, change Horizontal: to Right (Indent), change Indent: to 1, and then click
the OK button.

4 ™
Format Cells M

Font | Border | Fill | Protection

Text alignment Orientation

Horizontal
-
i_/ertical:
-Bottom [E]

|| Justify distributed

L]

Text control .
("] Wrap text 0 4| Degrees
[ shrink to fit
[7] Merge cells

Right-to-left
Text direction:

f_:Con'rtrex‘t 7 B

Question 5

Add conditional formatting.

Color Scales: Green —White-Red Color Scale
Midpoint: Percentile, "70"

Maximum: Number, "25"
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o A: See the explanation below
Correct Answer: A

Step 1: Click cell C3
Step 2: Shift-Click cell S25.
Step 3: On the Home tab, under Format, choose Conditional Formatting, and choose New Rule...

_ Highlight Cells Rules »

HPH Top/Bottom Rules >

. -Ulio] i
— [&=-| DataBars b oL
‘ - Color Scales |
— Icon Sets (2 |
- a——
¥ \
3 |
| E# ClearRules > |

£ [E] ManageRules... |

Step 4: In the New Formatting Rule dialog box set Format Style to: 3-Color Scale, and set Minimum Color to Green.

wevsommegroe I e

Select a Rule Type:

= Format all cells based on their values
= Format only cells that contain
= Format only top or bottom ranked values

= Format only values that are above or below average
= Format only unique or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells basgdeas = -
Format Style:@3_color Scale a"

Mlmmum Midpoint Maximum
Type: ’LowestVaIue [El ‘Percentlle Eﬂ ’nghestValue

Value: [lLowest valug) . - | (Highest value) .

Color: | ] — ]

Previ Theme Colors -|

| ok || cancer |
g’llllul'll;! —

Standard Color.
EE EENE

“1 More Color=
Green |

Step 5: In the same dialog box set Midpoint type to Percentile, set Midpoint Value to 70, and set Midpoint Color to White. Also set
Maximum Type to Number, Maximum value to 25, and Maximum Color to Red. Finally click OK.
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Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average
= Format only unique or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:
Format all cells based on their values:
Format Style: 3.Color Scale (=]
Minimum i

Type: i Lowest Value

Value: ] (Lowest value)

Full Access
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